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INTRODUCTIO14

Since March of 197Q, when President Nixon challenged the,leaders

of the nation's schools to institute massive reform, Career.Education.

has evolved as the number one priority of educational leaders throyghout

the country. In January of 1972, the Lafayette Parish PublicThcholol

System was one of two school systems in the state to accept the challenge

and to initiate steps to develop a transportable Career'Educatiori model

program for Louisiana. During the summer of 1973, and Adult Education

component to the Career Education model was undertaken.. .
The Lafayette Parish CarAr Education Curriculum Development

Committee defines Career Education:

As a comprehensive educational 1714coram, beginning wits) early

childhood and continuing throughout life for the purpose

of Providing each individual with 'a*positive awarenet1 of

self and the world of work. At any point of ex, ,t school,

the.indivitual should be equipped with necessary skills,

attitudes, and knowledge for an entry level position into

It the world of work, or post secondary occupational training, or

baccalaureate program.

In Adult Education the teacher is working with people who are already

involved inthe world of work and witA neople who are, or very soon will .

be. at thc.: entry leve' oosotion in the world of work. In other words.

the students )n Adult Education fall into two categories:



,

"Those stuci(,nts who have already entered .into the world R.
0

of work but whOSe opportunities for advancement and

attaining a higher degree of self-satisfaction will be

enhanced through the Adult Career Education program.

2. Those students who are being helped in the development

of attitudes about the personal, psychological; social,'

and economic significance of work and in the attain-

roent of the related career/job information in order

that they may experience the best-boss-1451e chances of

success ubon tneir entrance into the world of work.

Upon initiation of the Adult Component, the two Adult educators of

4
the Lafayette Parish Career Education Writing Team developed a curriculum

guide to help teachers, counselors, and administrators Of Adult Education

,in n planning
.

a 11,1,-implementing creative and innovative activities in the

field of caeer awareness and exploration. The guide. must not be' viewed

410 .

as a text or as the final, authoritative word in Adult,Career Education,

but ratnei a( a collection of recommended Ldeas, activities, and pro-

cedures to le used D,/ Adult Educat'On teachers in developing career

4,

awareness progr(r.s to >atisfy their students' particular needs.

:n this Guide the.concec.t of Career Education must be thought of

in its brtadest sense. It is not jas! docational in nature; it is all

.
,

encompassing, takln(: in all the Al, t ,asic 7_ ucation curriculum if the

puroose of Carter Elt.Ation is to i-1,2vi,lof, both.the cognitive and affective'

\ areas, then not only vocational ir(Jir. It:on but also concepts, ideas,

ti



attitudes, and values will be important outcomes.

It is the responsibility of Adult Education as an important societal

influence in the life of the. student to make available to him every pos-

sible opportunity%for explaining and attaining knowledge about his future.

4.

.4
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NOTE TO THE TEACHER

This book is composed of curriculum units which can aid you in

relating Career Education to the subjects you are teaching. The units

are not intended to be used in place of your usual plans but in conjunc-

tion with the lessons you ordinarily teach. The committee's"preparation

time limited the number of units which could be produced, so the plans in

this book are not designed as a compete program in Career Education.

Rather, they should serve as examples of things you can do. It is

yogi- option to use as.many or as few of these units of suit your purpose.

In preparing this book, the committee. tried to include sample lessons

.related to the subject area covered in the Adult Education Curriculum

Guide (published by State'Department of Education, State:Department of

Eddcation of Louisiana 1970 Bulletin Number 1187, Curriculum Guide

for Adult Education Teachers), The various subject areas you correlated

within each.curriculum unit.

You, the teacher, can make the book complete. In the'extra space

provided, with each plan, write in a many other activities as you can

thinC6f. List additional resources you have available, such as library

books, filmstrips. etc. There are blank lesson plan forms included on

which you Can make up some. plans of your own. It is hoped that these

Lf
olar6 dill be shared with other teachers.

Adult Education Curriculum
Develop-ent Committee
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DEFINITION OF CAREER EDUCATION

;

,

Career education is a coMprehensive e ucatiqn program, beginning . ,

.
.

. . -.

. r .

with early childhood and continuing th ughout life, for the purpose of
:

,

providing each individual with a positive awareness of self and thebworld

of work. At:any point of exit from school! the individual would be
1 ..

.

.equipped with the necessary skills, attitudes,, and kpwledge-
,

for an entry

level position in the world of work,.or post-secondary occupatiardier,

training, or a baccalaureate program.

1

- GOALS OF CAREER EDUCATION
....- .

r .
.. .

t

The achievement of. these 11-inclusivegoals are cehtral lo the
. .

Success of the total concept Of career Education:

1. To bridg.about a refocusing .of emphasis in education^tto ..

developin each adUlt learner an increased. awareness of

his need to learn.
4 e

2. To provide every adult learner with the opportunity to i

. . . ,, .
.

acqUire the knoWledge, skills,. and attitudes Which.
,

/

wili.prepare hiM to function,successfull.in society. $ '

as a productive indiviidual:at a r:eaiistic..71eve1 Of aspir-
,

.,

attoh.
. ,

To provide every. adult learne with A broad understanding

of the opportunities arid careers.available in th9.!prid-of
,

.

1 2 /

e, t

1

.. r
I l ,

: 1,,.i ,

:

,
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..`

4

4

4.

-4)

work.

To develop in adult learners a quality Of adaptability-so

that they will be able to analyze situation and make the

necessary decisionS and adjustments if and when fliture

te04ology changes affect their oetupations and liVek:.

T

$1.
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5
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.. .

. . . .. .
i
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CONCEPTS OF CAREER EDUCATION ',

se.

-AS the Curriculum Developm* Committee preparedjto begin writing

curriculum guides, it became apVarent that the guides should be written '
10.

around a framework-of concepts. The concepts used by various school

systems were studied,_and it wes decided that the five concepts used by

' Ann Arundel County in Maryland would, best suit the needs of this rish:

These concepts are Self, Career, Society, Economics; and Technology.

Theoretically, with

the concepts of Society,

able to Adult Education.

Career Education it must

Career Education, implanted in a school system,

Economics. ; and Technology would be most adait-

However, in the initial stages of implementing
- e

beassumed that, through the traditional cur-
.

ilculum of the elementary end secondary.programs, the concepts of Self- ----,

and Carer have not yet been fully developed irr the AdulX Education

.studeAl. for this reason, curriculum guides were prepared folfall concepts.

Moreover, it is hoped that each teacher using this gdide will design his

own plans s-to meet-the needs af the ihdividualttudent.',

446.f:

CAREER:

SOCIETY:

.

ECONOMICS :

TECHNOLOGY:,

Self-understanding is vital to career

.decision and work performance.

Career EdUcat4on prepares man for the

world orsk.

Societ4 reflects the creative force of

M n's livelihood depends upothepna:
duction, distribution and consumptioh

of-goods and services.

Man and technology are continually inter-

acting in his work. -

3

1 1 4a,

4



A

SELF

_CONCEPT: Self-understanding Is vital tpcareer deci sion and work

performances.

SUBCONCEPTS:

1. An awareness of oneself as a ditinct person of worth is,

important in identifying individual interests, abilities.and

aspirations.

C 4
}

2. Each individual has a to make in theworld of .

work.

3.

4.

c ti

A positive concept of self enables,a person to enter into and

function .in the working world.

Value judgments influence vocational.choice.

5. .A person's work may contribute to positive concept of self. .

6 There are identifiable attitudes and behaviors whiCh enable

one to obtain and hold a job. .
.

7. Mental health -4 a factor in a successful, satisfying life..

8. An individual.mapbe suited.for many flifferentocgupations.

9: The indivichial's perception of_hi-,s environment affefts his

attitudes towards work.

10. People work for.various rewardsor satisfactions..

11. The individual's perception of people affects his ability to

work.cooperatively.

.

a

-
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CAREER

CONCEPT: Career.education prepares mar for the world of work.
,

SUBCONCEPTS: ,

1. Hobbies and interests may lead to vocation.

Basic' education enhances job perfoimance.

3. All work is important.'

4. Theie is a-specific knowledge esSential.for`each career area:

5. People do many kinds of work.

,
6: Some 'jobs are needed everywhere,. but some are found only in

prtain places.
. t

7: Oytccupational field might encompass many different kindsef

work.

8. As man's knowledge increases, hew types of workers ard'ne,eded;

.or present workers must be. retrained.

. Garber choice'is a developmental process. 0.

10. A person may have many careers..

dr.

5.

0

X

s

'late

N
a
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SOEUTY".

41.

.
gONCEPT:"Sckiety refledts the.creative farce of, work.

.

SUBCOUCEPTS: e

.The ability to get al oh with..people is an ..iMportant,patt of.

job, success,
.

2. Society is .dependention the work of many people.

ir

;

t
r

.

3. .Society provides rewards;'for worn.

4.
A perspnissaork may be directly beneficial to others..

5! The customs, traditions, and atiitudet of soci#tT4affedt

the world of work.

'Everyope has an importint place in lociety... - 11
A

Society enacts laws toprotect the individual as a produCer,

and consumer-of goods and services.

8. Societal needs determine vocationattoppprtunity.

411

I

1

I

.
fj'

r
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.

I
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ECONOMICS

;

a

CONCEPTUAL STATEMENT: Man's livelihood dep nds.npon the production,

distribution and con umption of goods Sand

services.

SUBCONCEPTS:

1. Marl's work contributes to a nation's wealth and productivity.

2. The economic'system structures incen ives.fon'man to work.

- .

3. Our .economic system work o portupity."

. J. -

4. Understpdipg economics helps man to.f nction effectively
and make choices and decisions consist- t Oith his needs'and
resources. A

S. Man%s work affects his standard of livins.

6.

7'

Economic fluctuWons influence occupatio
opportunity. '

.5 7. Geographical settis affect work.

'

t

11,

choice and

l I

1'

1

*or:.
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TECHNOLOGY

CONCEPtUAL STATEMENT:.Man and technology are continually interacting

in his work.

,

SUBCONCEPTS:

. :
1. Through technology man uses his.creative ability and resources

.
in a work setting. 4

.
. A

4

% 2.. Man uses technology to satisfy pis needs and to achieve his

desires. .
. 4,

1

3. Technological developments'caufe a continual change in the ,

emergence and disappearance of:jobs.
4 ..

, . :

4: Techadlogy has unlimited impljtatiOns for man's. work and

leisure time.. -
_ii

.,.-
.

.

4 . t

0

.

5.
.

Technological development'haibeen one of slow chsange until

recent time. 4 .

A
4, 4 . . _

6. Man must learn to use technology to his advantage.
.
4

. ' .
275= 7771

. A

I

S.

S.
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LAFAYETTE PARISH EDUCATION PROGRAM
UNIT.DEV.ELOPMENT PACKET

ADULT EDUCATION

UNIT TOPIC: Job Descriptions

SUBJECT AREA: Language Arts ** GRADE LEVEL: AllLeimls

CONCEPT: Career

SUBCONCEPT: All workvis important'.

I. PERFORMANCE OBJECTIVE:

The student will explore.a wide range of careers and skills and
education needed for a variety of jobs.

ACTIVITIES:

A., The student will reed job description Material and discuss
findings 'with groupk-

B. The student will on job descriptions.

st,

C. The'student will view films1Ttps on career development.

III. TEACHER PREPARATION:
,

.A. Provide pamphliets on job' Oscriptions..

,B. Provide film and'filmstrips.

C. Arrange for resouce persons.

IV. 'VOCABIALARY:.

" ,0

WJds may be compiled and discussed as they occur in tkHcussions.

SUGGESTED RESOURCE PERS* AND FIELD TRIPS:

A. Personnel.manager

B. Guidance counselor

C. Visit to a hospital or plant (a widevariety of jobs will be

in existence) ,

9 A,



<,

c

VI. RES RCES AND.1ATERIALS: .
. .

.

Turner,Richard H., "Wanting a JO," The Turner Career Guidance
-Series, Chicago: Follett Educational Corporation, 1967, .

pp. 39, 45. .

Turner Richard,H., "Starting a Job," The Turner Career Gutbance

Series, Chicago: Follett Educational Corporation, 1967,

Pp. 36. 0/

ir . _

Pre - Vocational Orientation and Guidance. Filmstrips 2034A-2039B...,

Widening Occupational Roles Kit. Chicago: Science Research

Associates, Inc.

U.S. Department of Labor; Bureau (if Libor Statistics, Superintendent

of Documents. Reprints from the-Occupational Oulloot Handbwk,

Washingto6 D.,C. 20402, 1973.

VII. SUBJECT MATTER TIE -INS:

Math -

.

.

, .
. .

Discuss the use of math in different math-oriented i

EVALUATIM:

A. Teacher's observation

B. Oral-discussion_

k C. Teacher-made.tests designed to help the student evaluate
his prbficiency in' basic math

R.
e.
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LAFAYETTE ileRISI-1 CAREER, MCAT ION PROGRAM ."

UtitT DEVELOPMENT PACKET
--',.ADULT EDUCATION - :

-UNIT TOPIC: Selecting a Job

SUBJECT AREA: Language Arts GRADE LEVEL: All levels

A
bcoNcEpT: . Career

SUBCONCEPT4: A person may have many careers,

I. ;PERFORMANCE OBJECTIVES.:

4
r

2"The student-will explore job opportunities available in the'

:community and select jobs meeting his own qualifications.
.

If. ACTIVITIES:
,

..

A... -,
The student will assess his self-Qharacteristcs in terms of

various occupations.
. ,

.- ,

4,5 . .

, -..

,
f,'

!.

,

.

N4. t

B. The student willdetermincand lilt the skills needed for his

specificobseleetions. _. ' :-

{ I
,

C. ille student wtfl evalua.te his level of proficiency in basic,
. ,

-learning§ and-seTeCt courses which will increase his
.

. ,

.
' 'proficiency. . %

/-::

.

.,..._

III. ITACHERT REPARATION: .
I

)Ie.;

A. . Prepare a self-analysis list.
, .

1 . 4
.

.

B. .Kuder Preference Thst a
.,

C. CaliforniaAcievem ent Tea
, . .

De . List sHowing sources of job availability.

-

r-
,

.. .

4.

.

. .

(
%

. .

1'.

P.. . ,

4

.

r.

r.

ON

Itt,": :

4;

..3",
-

I

t.
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IV. VOCABULARY:

Want-ad abbreviations

qualification'
aptitude
commission
data
employee benefits
fridge benefits
-skills

gr0ss pay '

industrial

interview
...job title

occupation.
temporary

,elpialoyer

J

V. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS: .

i
_

. .

Personnel manager from state or private employment agencies

School driemployment agency counseldr
.

...- .

Fieldtrip.to Stite EfOloymentOffice

VI, 41ESOURCES AND MATERIALS:

How 'to Get a Job and Keep lt,'pp. 5,7, 10, 13, 15,,39, 20R.

'Wanting A Job," The Turner Career Guidance Series #1, pp. 1,,5, .

13, 27, 28, 39, 41, 43% 45.

"Starting A'Joi)," The Turner Career Guixiance.Series #3, p.36.:

tf

$

c-

"Lookin6-For A.Job," The Turner Career Guidance "Series , #4, pp.,5i. ,*

63,9, 19,-25, 34, 37, 45, 47..
4i .

1:Starti ngWoK,"Ther -Job- Ahead -Series,- pp. 27, 32,-40, -

:

$

S. Et:

°.r

.,- ,

"On The Job," The Jot: Ahead,Series,w. 1, 8. 4 .,?i
0 .

;'Selecting A Job Filmstrips 2010A and 2010B .and:Manuai-201V

of Unit II, *Findng Work: How Ong:Goes About Its What to

Expect;-Pre-Vocational Orientation and Guidance.

"Applying For A Job," English: Practice for Mastery; p. 117:
'.,, .. -, ,- .

' VII. SUBJECT. MATT t T1E-INS:
. 1

Math
c

.

,
.

,

.
A % -;:. -

$ ,

4 '',
Figin-ingqransportation.cost:.net,pay, wink' ,clothes (uniforms;'

,

etc.,) tools, etc.
,

.1. $

12
4

14,

S.



I.

O

VIII. EVALUATION:

A. Teacher7made test

B. Teacher observation

t -

11.

,
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,LAFAYETTE PARISH CAREER' EDUPTION PROGRAM

UNIT DEVELOPMENT.FACKET
ADULT`` EDUCATION

UNIT TOPIC:" Looking For-A Job

111

SUBJECT,AREA: Langu'age Arts
ry

CONCEPT: Career 4,

GRADE LEVEL:

4

SUBCONCfPT: Career choice q'a de'velopmentsal'protess.

I. -.PERFORMANCE-OMECTIVES:.

Q. 1

2

IntermediaXe

s

The student will list,and discuss the sources of job availability

in the community. . .

JI. ACTOITLES:
,.

I
.

, , ,

A. The 'student. will study the.wani-adssin
list available jobs in the community.

'1

,

the ,newspaper and

B. The; student will compete the application form for securing

.
social security number. .

:-'.

,.

C: The student will learn to usethe'telephone and yellow'pages:

'.'.

.

.

D. The student-will study information ndeded for obtaining a

Driver's license. .i. .-,

.. , .

. E. The student will study procedureS., for taking vocational test5'5.

III. TEACAgR*PREPARATION:
, 4 '. .

A. Provide samples of.sevei-al applications: social security

'number, job.4pplicationS, W-4 Forms, etc. .*

B, Obtain Driver's license manuals. %

Providecity'and state Kos:

D. ' Provide newspapers.

E. Display a lift of job availdbility sources.
44

...<.
1.

..4.4 .14

.)

1
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Y

a

F. Obtain vocational -tests

IV. -VOCABULARY:

want-ads abbreviations
4ependaFflity
communicate
otherwords necessary to fill

out applications, etc,-

ocialsecgrity
inventory
personality

V.. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS:
.

Personnel manager' r
Representatiyerom state or private employment agencies

School counselor

State trooper
Field Trip to the.Driver'.s license district office

VI. R CES-AND.MATEkIALS

How to Get a Job and. Keep pp. 7, 10, 13, 15; 19,.20, 47; 49.'
.

.

"wanfing A-Job," The Turner Career Guidance Series #1# Pp. 3,.131 la,

_37, 39,.41,.43/45.. , 4
4,, 1. % ' a

'. "Starting- A Job,5" The Turner _Career GuiddOce Series #3,-pp 14, 24,

36.

"Looking' For A job," l'he.Tiirnercareer 'Guidance Series #4, go:

9 , 19-;-'25, 29;'34,- 37,45, 45:-

. ,.

"Starti.ng Work," The Job Ahead Series, pp. 27;,32, 62:*

.

"On The Job," The.Job Ahead.Series, pp. 1,8.

:

Steps to Mathethatics,.pp. Si-, .n, 54.

"Employment," The Mott.Bsic Language, Series 600Bcpp:e427- O.

*. . . . .-

VII. SUBJECT MATTER TIE-INS

A. Math 1
Computing time and mpriey;.,addition

'numbers; percentage; decimals

B. Social Studie's.

Map reading

1,5

and subirection of whole



l

EVALUATION

A. Teacher-made test

B. Complete application form, W-4 Form, etc.

I

4

t

a

l6

2,7 .

O

4

-

a

'mit. .'
4

*'



LAFAYETTE PARISH CAREER EDiATION PROGRAM
UNIT DEVELOPMENT P CKET

ADULT i*ATIOR

. 1%

UNIT TOPIC: Using The Want-Ads

SUBJECT AREA: Upguahe Arts

CONCEPTS: Career

SUBCONCEPT: ,Career .choice is a developmental process.

GRADE LEVEL: , All Levels

I. PERFORMANCE

. ,

The student will read orally and interpret want-ads from a given

nevspaper.
.

_

II. ACTIVITIES

A.; The student wiT1 study (efinitions for want-ad abbreviations. .

.,
'i

,

,

B.. The students will select jobs-based

C. Tlw student will explore.job skills
reNired for jobs selected.i

III. TEACHER PREPARATION

on their qualifications:

and basic education 7-

t

A.: Prepare bulletin -board.displayingi4nt-as and most common
- -abbreviations. _

B. Provide film or filmstrips on a variety of job) and their
.require4 skills.

C. Provide film on"reading the-newspaper. "

D. 3rovide newspapers.

E. Provide-6ity maps.:

1'V. VOCABULARY :7 er;

---

want-ad abbreviations job availability other words used n
relation to unit-topic

17
\

e

ti .

4



V. .SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

wspaper representative

. RESOURCES AND MATERIALS

A. Dictionary

.B. Newspapers

C. Books

Goble, Dorothy Y., How To Get A Job And Keep It, Austin,

Texas: Steck-Vaughn Company, 1969, p. 15.

.
Turner, Richard H., The Turner Career Guidance Series.

"Looking For A Job," Chicago:, Foljett.Edgcational
Corporation, 1967.

The Mott Basic Language Skills Program, Series,300 and 600B:

NIL SUBJECT MATTER Tigsms

A. /pih
Computing time and salary; computing cost

B. Social Studies.
Map reading; .

VIII. EVALUATION

A. Teacher-made test

of a newspaper ad.

B. Individual oral interpretation of a given want-ad

6

2
4.0

IP

I
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-:. LAFAYETTE PARISH CAREER EDUCATION PROGRAM -

---.-UNIT-DEVELOPMENT-TACKItT
ADULT EDUCATION

.

'

UNIT TOPIC: Answering.Want-Ads
.

SUBJECT AREA: Language Arts

CONCEPT:

SUBCONCEPTS:

I:,

Self.

GRADE LEVEL:

THere are identifiable attitudes and
enable ohe Xo obtain and.hoi8 a job,

PERFaRANCE OBJECTIVES:
. ,

.
. 44

.
.

The student will expldre and list the correct -prpted

answering want -dds..'

-II: ACTIVITIES:.

q

t

X.
Intermediate antr
advanced

betiaviots which

'

L4
s For

A. 'The student will write an applicitien'lettern,reply to

-

B.

a given want-ad.

The student will demonstrate -the - correct - procedure fOr;

answering an ad by phone. .

.
-IL TEACHER YREPARAT/Og''

..... , .
. , It

A. .Display'on bulletin board samples bf business letters.
----.
. .. .

B. Display on bulletin'boar'd, posters illustrating "Using

- the Telephone Correctly." . ...

Ir

<

46

IV. VOCABULARY

want-ad abbreviations.

, c .
- -

vocabulary common A writing,
bdsiness letters. (. 4

..< rt
SUGGESTiO RESOURCE PERSONS AM) FIELD TRIPS,

',Secretiry to discuSs proper techniques and courtesies ,of telephone

conversation
Pertonnel manager of firMs, state employment qr private agencies.

Business education teacher

/

. ;
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IL

. . .

11SOURCES MID MATERIALS;

Tpletrainer available from Sodthern Bell Telephone Company

Films
Filmstrips .

Books'

4A_

3 \
How 'TO Get A=Job And i(eep It, pp. 20,"24. ,

"Looking ForA Job", pp. 5, .16, 19, 26, 30...

VII.: SUBJECT MATTER iIE:INS:

Arithmetic
Aleterminipg time lapse,.-prolgCting

payments,:epercentage

VIII. EVALUATION:' O

A, Teacher
9

.'
.

B. Write an applIcationtletter
; .

Teacher observatio n of individual students

F

time, figuring time

f

.

1

20
.

3
1

4

Sq.

.

, st

O

,

4
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LAFAUTTE.PARISH CAREER EDUCATION PROGRAM.
SH9rAlEVELOPMENTWCiET

'ADULT EDUOTION .

Out' Job Application

SUBJECT'AREA: -,,4anguage Arts : GRADLLEVEL:
\

'CONCEPT: Self
.

SIIBCONCEPT: Vane' judgments influence '.vocational choice.
,

.A11' Levdls

.
. .

,

I.' PERFORMANCE OBJECTIVES'
. .

, .

.

,
.

,
The'student will complete two applications for'two specific

, selected from.'thaw'ant-ads. .

,

. 4. -
' II: ACTIVITIES ." ,. . .-

A. The student will complete the exercise on "Complsting
Application formHin,How To Oet -A Job and Keep It, pp

.8.

C.

.

.Complete egeiCises on how to fallow directions.

Learn vocabulary,words used appration form.

III. .TEACHER PREPARATION

C.

-Display_samIlleE.o.f.appaitatiOn forms-, ,

Provide exercises on howto folloW directions.

Provide vocabulary

IV. VOCABULARY

instructions

temporary-
'married

4/)employment
underline
personl
edmcational data'

.`

0

lists for students.

absent -

divorced
dependents
address
aperience
physical

impairments

21

circle
permanent
employer
military
mid4le 4

rAferences

occOatipri

jobs

the Job
. 29-36.

1

telephone
selective '

service
,classification
'obTtgation.

traffic
violations



V. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

Personnel manager
Business education teacher
Secretary

VI. RESOURCES AND MATERIALS

Goble, Dorothy Y., How to Get fiJob and Keep It, Austin, Texas:
Steck-Vaughn Company, pp. 29-36.

Turner, Rfchard H., "Wanting A Job,' Chicago: Follett. ducational

Corporation, 1967. -

Fraser, H. Hunter, "Starting Work," TheJob Ahead Series, Chicago:

Science Research AssociateSt 1953. .

Pre Vocational Orientation and Guidance. Filmstrip series,

LesS9n 2007, Jackson,'t4ississippi: Education Projections

Corporation,,T970.

The Mott Basic Language Skills Program, Series 600B.

VII. SUBJECT MATTER TIE -INS:INS:

Oath
Figuring time; travel time, and transportation expense:.

VIII. EVALUATION'

4

.

Te4bef-mede test

B.

.

Complete application form

,

V.
.:

22
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LAFA1ETTE PARISH tAREER EDUCATION PROGRAM'

UNIT-DEVELOPME-NT. PACKET

ADULT EDUCATION

UNIT TOPIC: Moving To A New Pla4

SUBJECT AREA: Reading 'GRADE LEVEL: Beginnin1 g

CONCEPT: Economics , .

.,

SUBCONCEPT: Economic fluctuations influence occupational choice and

opportunity.

PERFORMANCEABJECTIVES'
. .

A. The student will define orally mobility as it applies to the

U.S. economical fluctuations.

B., 'The student .will :Identify orally five persons /places, to

.notify when a change of domiCileoctUrs.

.

C.- The student will"%identify orally three financial preparations,

three physical preparations and five travel preparations

involved,;n changingdomicil. ,

I'
, .

III ACTIVITIES .., . * /

.,
s:-

,
.

. .
A. The teacher wii14:1e*i the sty4ent/5tudents in adiicussion

of the mobilE4ture_of the*orkihg person neicesitated by

a fluctuatin economy. .: .silt, ( '
1.- --,,

.
' , ,.,. . L .,

.

1 8 The teacherwil interview reioresentatives of Moving,Van.
/

lines, real esfate agencies, and personnel managers of certain
,

. .firms.
. .

III. TEACHER RREPARATION

A:. Make arrangementS:for interviews.

B. Review ,spINiect matter and plan discussions.

C. Plan evaluation procedures..

'23

31.

I

'



P
IV. VOCABULARY

(Must be orally oriented for this level)

V.

mobile nation

-.,

lease reserdationi travele.r's

checks'

any other word/wolifswhich the student feels shou1d.be included

SUGGESTED RESOURCE PERSONS AN5 FIELD TRIPS
. . , 1

Representative ofba moving v,4n line' .
. ..

:

Representative of a real estate agency re . ,

Representative of a banking firm, 1 '' . '

Personnel manager_ of industrip1 or production firm

VI.. SUBJECT MATTER TIE -INS

A. ArUhMetic
Figuring refunds; figuring distance and driyinOtime;
comparing rates of moving van lines;. cpmparingates.of
different means of transporatioh.

\
B. Social Studies

CommuntGations in dealing with people in closing.acCounts,
making arrangements for moving, etc,:, reading maps. *

VII. EVALUATION

A. Teacher obs vation

t8.
Oral exam;;Ztib71,,

24
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AFAyETTE gARIsu CAREER EDUCATION PROGRAM.-
,

UNIT DEVEL OPMENT PACKET
ADULT EDUCATION'

. ,

,'
.

UNIT TOPIC:' Moving, To A New Place

. .,.

SUBJECT AREA: lidadihg, - GRADE LEVEL: Intermediate and

,
: Advanced

CON6E0T: Economics

'SUBtONCEet: Economic fluctuations influeriCe occupatiohal ch'bicV
,

K . -.'. and opportunity.
.- - .4,

PERF6ROAfiCE OBJECTIVES .4- .
;

,-.,,

A. .',The student will define mobility as it applies to Uhited.

'States employment,: . ,.

, .
. -

B. The student will,list five persons/places to notify when
changing'domiciles occurs. .

.
.

.

to C. The student wi0 ll interview representatives of moving van
.

lines, 'real estate, and travel agent.

III. TEACHER PhEPARATION

1

M
.

A. Pre-:ew Unit 2000 of Pre. - Vocational OrientatiOn and Guidance. .
V

. .

B. 14ake .amhigements for Lervi-ews:
P 4

P e evaluation methods.

IV. Vocabulary

mobil nation . lease reservations

traveler's:checks, .

any othel4-word that .the student feels hou'd be included
.

( A.
1

SUGGESTED RESOURCE PERSONSAND EIELD-TRIPS
. . -c

.

Represehtatilie of moving transportation van lines
'A real estaterepresenttive

.

b."b-avej agent

. A banker

j 25
.e
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1

1 . ,

... \ .

RESOURCES'AND MATERIALS ..,1

$

.. _ . ' .
,

_

PrerVocational Ogientktion an4r:Guidance, Filmstrip series, Lesson;

.2000, Jackson, Mississippi: Educational Projections
Cdrporatcon, 1970% .,

..-

Filmstrip projector
Si,

Shertzer, Bruce E.,
Exploration and

VII: SUBJECT MATTER TIE -INS

.

"Coping With Change and Peoplk, earete , ,

Planning, 'Boston: Houghton Mifflin 'Company, 1973...

:1 A. 's Ar metic . %1

'

- figuring fefunds; figuring distances end driyinp,time;-
. , ',comparing rates of different Media oftransportatioh.

A
%

B. 'Social Studies ,

-Communications in dealing with closing out accounts
. reading maps, .

VIII..EVALUATIQr

A: Teacher observatiods and oral survey

B. Completion of Manual 2000

C., Teachpr,made,tests

,1 ".

1

s,

-
, , 1

4

'26,
.
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM-

' UN/TDEVELOPMENT PACKET
ADULT EDUCATION

UNIT TOPIC: A New, lace to Live
ts

SUBJECT AREA: Reading 1 GRADE LEVEL: Beginners'

CONCEPT:.. Economics

SUBCONCEP Understanding economics helps man -to function "effectively
andmakechoices and decisions consistent with his needs

and resources. ,

PERFORMANCE-OBJECTIVES

A. The student will list-orally-five sotirde of help in

_finding a house in a new location.
.

The student will list,oralTh-ftve (5) primary considerations

in selecting a loCation for the new home. .

C. The"student will list-orally three(3) secondary considerations

. in selecting a location for the new home. .; =.

, .

ACTIVITIES

A.

- e
The st6dent/students
teacher-led discussion of
a new home when moving to

;
.

actively participate in -a
the. problems involved in seledting-
a newlocation (city, state, etc:).

Student / students will,di-scuss primary coniideriations'and.,

secondarrconsiderations in selecting,a new home.

The stuclent/students. will interview specified resource

people.

III. ,-TEACHER PREPARATION .

A. 'Pre-view literature and audio-visual aids.._

.B. Arrange for guest-speakers or ,interviews.

C. Determine and.plan evaluation,pocedUres.. '

#
27,
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IV. VOCABULAiril-__

- (Muat-5borallY oriented for, this level.)

lease subleasing adces'sibility

any other word which the stpdent feels shoud be included ,

V. SUGGESTED RESOURCE PERSONS AND FIELD TRI S

PersOhnel- director of an industrial firm.
Represehtative from Chamber ofCommerce.
Reresentative of reales,tate agency.

VI. RESOURCES:AND MATERIALS

Shertzer, Bruce Toping With Change and People,!"Carder
ExploillTdn and Planning, Boston: Houghton Mifflin Company, T973.

.
.

.

Pre-Vocational Orientation and Guidance, Filmstrip series, Lesson :

2001, Jackson, Miskis;:ippi=.: Educational Projections Corp, 1970$

Filimstri p proector ".
3,.

VII.. SUBJECT MATTER T1E-INS
,.....'

,

,, % ,

i
. . .,

3
,

A.': Artithmetio -:,
. .

c, ,

.
,.

Comparing Tental rates, rateS,of,trave1, distances of thv

prices-0f-gracerieS,-;and-plannifig a Midget.- c,

, -

B.' : SocialStddjes,

.:-. , Reading maps, communicating effeetiv@ly..
--,- . - . . ,

, .

VIII. EVALUATION ,*

_".

A. Teacher observation

=

B. Opal 'examinations .4 .
,

. .

.

r-

. '

# ,

0'

,

.28 ..
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LAFAYETTE PARISH CAREER EDUCATIONROGRAM
'UNIT DEVELOPMENT PACKET

't

ADULT EDUCATION

I

UNIT TOPIC: A New Place
,
To Live

,-

SUBJECT AREA:' Readipg GRADE LEVEL: Advanced

CONCEPT: Economics I'

SUBCONCEPT: Understanding economics helps man to function. effectively
and make choices and decisions consistent with his needs and

resources.

. . I. PERFORMANCE OBJECTIVES:

A. The student will list 5 sourcesixi_help in fiddingea house

When moving to a new location, '

. ;

B.. : The student will list 5 primiry considerations in selecting
ft a location for- he -new WoMe.

1)-
...

(.. C. fheystudent will list 3 secondaryscodsiderations in
electing'a locations for the new home.

.
. ., .

II.' .4CTIVITI
c

.

A. Th studettewil complete title 2001,of Rre4ocational:,-

Or'entation'and Gdidance.

B. For those'students-in Advanced Leve,,:read Chapter 14,

"Coping With Change and People," Career Exploration and

Planning:

C. The student will interview,specified resource people

IV. VOCABULARY

t ,

.

A

,lease. sub-leasing ,accessibility

any other word/words that the student feelS a need for inclusion

4.

,

29

4

a.

:44

,

4



__

t

, SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

The personnel director of a firm
A representative from the Chamber of Commerce
A representative from a real estate agency

VI.. RESOURCES AND.MATEPfALS-', .

.

Shertzer, Bruce E., "Coping With Change And People," Career

- Exploration and Planning,.Boston: AougfifonMifflin

Ompany, 3973

Pre - Vocational Orientation and Guidance, Filmstrf0 Series,
Lesson 2001; Jackson, Mississippi: Education Projections

Corporation, 1970.

Filmttrip:projeetor

. VII. SUBJECT MATTER'TIE-INS

A. Arithmetilc
e.

Comparing rental rates, rates of travel, distances of.
travel, price of groceries, planning a budget

B. Social Studies
.Reading maps

C. ,LangUage
Verbs, nouns

A. Oral examination by teacher

B. CompierEpiof Manual 2001C-

C. Teacher-prepared 'test
. e

;."

1

,

30.
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1../CAYETIE PARISH CAREER EDUCATION PROGRAM

UNIT DEVELOPMENT PACKET
ADULT-EDUCATION

. UNIT TOPIC:- The InterView

'SUBJECT AREA: Language Arts GRADE LEVEL:

CONCEPT: Career

SUBCONCEPT: All work is important.

I. 4 PERFORMANCE OBJECTIVES

The student will explore and discuss the steps that must be followed

in Rreparing interview..an interiiew

All Levels

II. AdtivirEs

A. The ,
ttudent 1.4411 read, and discuss informatiwon preparing

for an interview. $

:B. The study wilt view filmstrips f2009A'& 8 fromthe Pre-

Vocational Orientation and Guidance Kit. .-/ .

. C. The student' will aswer questions prepared' by the teacher

on ''Having An Intervigw."
y.

' III: TEACHER PREPARATION'

Arrange for resource ?arsons.

B. Obtain'material on "Having An.Intervteii.",

C. Obtain filmy rips for viewing.

. IV.' VOCABULARY

grcioming

"references

:appointment'

conversation experience

qualificatfbn& previous

othe worst related to unit

SUGGESTED-RESOURCE PERSONS AND FIELD TRIPS

-
Persbnnelmanager _from a businiss firm or eMploAnt bureau'

\'' tOunselor\. ,-

\ ..Home Economftt\ . \,,

\\ : -

ti
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be

4

VI. RESOURCES AND `M, TERIALS
-11

,-

Pre-Vocational Oriepfation.and Guidance, .TIlmstrips-2009A-avd
, 2009B, aackson, Mississippi: Education Projectiohs-Corporation%

. Hudson, Marge et W, and A ,A. Weaver,:I Want A pp. 11,-20.

How TA Get A JOb-And Keep I , Steck-Vaughn, !Co/

The Mott BasiC Language Skills Program, Series' 300 (Basic.Numbe
and-.Money) GfidiTT=T-7W5Fffi:47WTth The.Ads " pp 61z91..

k 1608: ' : 1

" "Labels," pp. 50:511.

-- "Buying and Sallin4.,." pp. 67-68: hool)

Book 1607.

"Yellowyages,"

! "Work, pp. 7 4-76

42-43. .

"Labels;" pp. 122-.123. '11ligh,School)

Seris 9008: .

. :

" "Budget, "-pp. '81' -82. .:
.

- .

"Letter Writihg," pp./138;141, 150 -153. (Grades 7-9)

-. ,

Series 600B:

."Want Ads,-"

"EniployMent,"p. T27:1301, (dradds:4.-6)

"Consumen Buying," pp: 1-146. (High School)

.VII. ,SUBJECI-IINTTER TIE-INS

Math

-Figuring.tinie Sciledules
.7, i

. 'VIII: EVALUATION

.

A. .-Teacher-made test

32
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM

_ UNIT DEVELOPMENT PACKET_
ADULT EDUCATION

UNIT TOPIC: Positive Work Attitudes

SUBJECT AREA:' Language Arts GRADE LEVEL:
0.1

...CONCEFT: Self
At

a . SUBCONEIPT: There are identifiabIe.attitudes and behaviort which
enable one to obtain and hold a job.

I. PERFORMANCE OBJECTIVES
.

The student will identify the nece ssary Ork attitudes required
for.a succeeding in a job.

ACTIVITIES

A. The student will.compare cases where some people they know

,have succeeded in their jobs and, other have failed.

B. . The student will write a composition diicussing the

necessary work attitudes required id the world of-work.

C. The.student will view a filr'n on positive work attitudes:

III. TEACHER PREPARATION

..

A. *Attange for_resoarce perSons.

B. Providefilm and filmstrip.
. .

IV. VOCABULARY

persodality
cooperation

' attitude

self - esteem

courteous,
other words related to unit.

-SUGGESTED RESOURCE

Guidance Counselor

B. Personnel Manager

C. SuPervisor.ip charge of a group of workers

4 r 34 ,
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"

RESOURCES AND MATERIALS

Smith, Harley,arid I&a Lee.King-Wilber; 7-Good:Manners" and "Be

Polite,".I Want To Read'And Write, Austin: Steck-Vaughn, 1-965.

pp. 89 and 94. .

.

Lee, Miriam, "Your First Job-Can You Keep It?" Jobs In Your Future,

New York: Scholastic Book Service, 1967, p..65,

-Goble, Dorothy Y,, "Keeping Your Job,' How To Get, A Job And Keep

Austin: Steck- Vaughn Company, 1969. p.54. .

Turner, Richi.rd H., "Wanting a Job,"..The;Turnef Career Guidance

Series, Chicago! 1Fr11'et Eduation Corporation, 1967. p. 15.

Pre-VocatIonal.Orienta&n and Guidance, Filmstrip 2012. Jackson,

`Mississippi: Education Projections eorporation.

SUBJECT MATTER TIE-INS

Health,
Distuss the relationship between good -eating and good,Aisposition:

Discuss well-balanqed mdals.

VIII. EVALUATION

Let students prepare a list of positive work attitudes.

Oral discussions..
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LAFAYETTE PA&ISH CAREER OVATION PROGRAM
UNITDEVELOPMENT PACKET -

ADULT-EDUCATION

0.

UNIT TOPIC: First Day On The Job. .

SUBJECT AREA: Reading

CONCEPT: Self

GRADE LEVEL: Beginners and
Inteimediate

SUBCONCEPI: .There are identifiable attitudes and behaviors which

I.

.
enable one to obtain and hold a jcb:

PERFORMANCE OBJECTIVES

The student will demonstrate the ability to furnish orally the

information required to complete withholding forms.

The student will list orally four payroll deductions.'

The student Will'cite first-day-on-the-job requirements.

The studeht will cite two major emplOyment fringe benefit possibilities,.

II. ACTIVITIES

A. The student(s) will participate in a disdussion of "first-.

day-on-the-job",procedures.

B. The student(s) will discuss the W-4 withholding form.
-

_

C: The student(s) will discuss group insurance programs.

D. The student(s) will discuss companies' policies, organizational

structures, fringe benefit programs, and work schedules.

III. TEACHER PRE4ARATION

A. Collet and pre-view . samples of company policies, handbooks,

group insurance programs, work schedules, and income tai'

and S cia Security information:"

B. :Make arrangements for resource people.

C. Plan4discussin-hs.

4
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D. Plan evaluation prociddres (must be orally oriented)

.1V. VOCABULARY

group insurance F.I.C.A.

dependent Any other word(s) which studerit

organizational structure, feels.should be included

V. SUGGESTED REAURCE PERSONS AND FIELD TRIPS

4

A. Representative from Social Security, ,office.

B. Group Insurance agent.

C: Payroll officer:of a,business, industrial, or service firm.

D. Personnel Manager..

',VI. RESOURCES AND MATERIALS

A. W-4 and W-2 forms.'

B. Samples of group insurance programs.

C.. Samples of company benefit programs.

D. Samples-of company organizational charts.

E. Samples.6f company policies and work schedults.

F. Pre - Vocational' Orientation and Guidance, Filmstrip Series,
Jackson, MississfppIt c6ducation Projections Corporation:
1970.

G. Goble, Dorothy Y.', Now To Get A Job And Keep It,,Unit 6, -

. Austin, Texas: Steck-Vaughn Company, 1969,

VII. SUBJECT MATTER. TIE-INS

A. Arithmetic A
Figuring- salary deductions; interest on sayingg, and figuring

working hours.

B. Social tudies
PublicRe ions.

I

I
. 0

37

My,

I1



$

VIII. EVALUATION

A. Teacher observation.

B., Oral examination.

38
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LAFAYETTE PARISH. CAREER EDUCATION PROGRAM

UNIT DEVLOPMENT,PACKET-
ADULT EDUCATION .

, .

UNIT ICIPtC: First DayOn ThJob

,

SUBJECT AREA:-. Reading GRADE LEVEL:: -dvAnced
-

CONCEPT: Self

SUBCONCEPT: There, are identifiable attitudes and behaviors,..w.hich

enable,one to obtainand hold a job.

Le4

I. pERFORMANCE OBJECTIVES

I

The student will demonstrate.tge ability to completeWithholdinr /
-forms.

The student will list four payroll deductions.,

.The student
to any job.
The student

will list first-(0ap-bn'the -job requOments basic.

will 0list twomajor Map benefit-ossibilities.

ACTIVITIES
4.;

Q. The student willstuCV :If:irst-day-on7the -jobulprooedui-es.

B. The student will study the W-4 wjthholding forms and will .

fill dut a 14:4 .

C. The sti:lent wilrstudy group insurance-programs.

D. The student will study various companies: policies,

orga.nzational ttepcfures, fringe bendfit programs, and

, work schedules.
. .

'III. TEACHER PREPARATION

1.

, -

A. Coltect samples of company policyhandbeoks; group insurance

programs, fringe bdnefit progrkis, and social security information:

Prepare s tudent exercises and plan -methods to evaluate

students. ,.. , -. .

S- N ,

C. Arrange for guest,speaker5.

It

3g ,

..

.'.00

0

4'
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IV. VOCABULARY

group insurahce,
depentent'
organizational structure .

.

-any other word(5).which.student feels shOporl-e added

...SUbGESTED11,ESOURCE:PERSONS AND FIELD TRIPS'

,

. -

A. Social, Security representative'

..B. Group Insurance agent

I ...

C. An offiCer of a busines§firm.
. .

VI. RESOURCES -ANi?.)1ATERIAE.S.

. A. W-41nd W-2 forms .

Samples of group insuranq programs

. . .

C. Samples of company benefit programs. , .

D. 'Samples of company organizational charts

E. SilmPtcs. dr. work schedules

F. Pre-Vocational Oriettation

G.

SUBJECT MATTER, TIE-INS

Arithmetic
Figuring'alary deductions,
hours. .

Jackson., Mississippi:,
19701Ir

r

I

1

.

4

. .

I

and Guidance Filmstfiir series,'
Education ProSections Corporation,

A..

,_Goble, Dorothy, liow.To Get A Job And Keep It, Nit 6, Austin, ".
. -'Texas: Stedk-.-Vaughn Company, 1969.

A.
.

V

SOcfil Studies. '

Public Relation

. EVALUATION

A.

.

interest on savings, ,and. working

Teacher obserVation and oral survey

Written exam, teacher prepared

40 -
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LAFAYETT ARISH CAREER EDUCATION PROGRAM C

"YUNIT DEVELOPMENT-PACKET
t ADULT EDUCATIQI(

LINIT

SUBJECT'AREA: Reading

CONCEPT: Self;
4

aBCONCEPT: perteption of people affect's his

ability toiwork cooperatively.

Getter Along On The JOb

GRADE LEVEL: Beginners

,

*4

I. PERFORMANCE QBJECtIVES ,

t The student will cite eight things that a person should do

*to 'help keep a job.
A

"II.

.
The student'will,cite six things that

:'td help keep a lob.

ACTIVITIES

uld not do

A.- The students) wil).participate in a discussion of company

policies and-regulations.

B. The student(s) will participate in a discussion of courtesies

and pi-oper behavior among co-workers.

The student(s) will intervieW a resource person on the

subject of "Getting Along With People,"

-;....

* Ill. TEACHER PR&ARATIOa
. '

.

....

...
. .

A. Obtaik samples of company policies and rates.
.,...

B. -Arrange for interviews,

C.,. ....Plan evaluation procedures.

IV. -VOCABIRARY - (must. be orally oriented)

burnor cooperation.
pgience

fj

L

lb.

any word(t), which the student.feel.s should

'be-included.

41
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V. SUGGESTED RE$OURCE PERSONS AND FIELD TRIPS

A. Guidance Counselor

. 1

B.- Repreientativefrom Vocational Rehabilitation

VI:' RE$DDRCES 4 MATERIALS'.
.

. , ...

A. Goble,'Dorothy Y.; "Keeping Your Job,"How To Get. A Job,"
And Teep-It, Unit 6, Austin, TexaS: *Steck-Vaughn

,,Company, 1969. pp:. 54-55. -.' : --

.4-
,. .

. r t 4

B. Pre-Vocational Orientation and Guidance. Filmstrip Series,

Lesson 2012,.Jackson, MisSitsippl: Education Projection

.

Corporation 1970.
.

.

VII. .'SUBJECT MATTER TIE-INS'
,, .

A. Arithmetic .
.

Figuring time, Pay, production rate, average pay, inventory.
I ;...

J , . . , ,t
. 4

Social Studies ,
.

.

,

Effective communications and public relatioils

4.

.

VIII. EVALUATION-

A. Teacher Observation

B. -Oral exam

.-

42'
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM
:OJT DEVELOPMENT PACKET

ADULT EDUCATION

-1

C

UNIT TOPIC: Gqtting Along On The Jobe. ti
.

SIJBJECT AREA: Reading GRADE LEVEL: Advanced and
, Intermediate

CONCEIT:.' Self
. .

SUBCONCEPT: The' individual's perception of people affects his
abilitY to work cooperatively. , ,

c .

0EBFORMANC,E OBJECTIVES

I

Ir

The student will liSt eithings that a person should do to
help' keep a job. AMY

The student will list six things that a person should not do.
'. to help keep a job. .

ACTIVITIES a

A.. The student will read'and study various companiiT':
,,

'1) -Policies and rules . _

2) "Organizational Structures
' "k , .

B. The student will-read suggested literature ori. the topic .
of courtesies. and techniques of holding a job.

C. The student will participate in role-playing activities

. centered around situations of "Do's and Don'ts on the
"Job".

%
.

Di Guests-to snak or beinterviewed by student will be invited.

III. TEACHER PREPARATION

. .

A. Have samples of,
.

company'policies and rifles on hand for

students to read and study.

tr -Arrange for guest speakers.

-.C. Prepare evaluation methods,etc.

_ i 43
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', ,11.1. ,LABULARY,'

. . '
IV -dignity.- ,

-.Y ,tact. ,.

.'Ontegrity be .tncluded
.

Y. '''iUdGESTED RESOURCE PERSONS AND FIELD TRIPS
.0 1 .

,.

.

. .- A::- GdiCianCe.CoUnselor ....

0."

I.

any words which the student feels,should

I

B.: .Representative from Vocational. Rehabilitation
4

4.
C. Director of personnel from a large concern

VI. RESOURCES AND ATnIALS
. .

Al 'Goble, Oorottiy Y., "Keeping Your Job," How To Get A Job

1

And Keep It, Austin, Texas: Steck-Vaughn Company,
Tg69. pp. 54-55.

B. Pre-VocatidnaT Orientation and Guidance, filmstrip Sif-ies,
Lesson 2012, Jackson, Mississippi: Educational

Projection Corporation.1970.

40. Filmstrip projector

,.VII.
.

SUBJECT MATTER TIE-INS
'.

. .

A: Arithmetic il

Division, multiplication, whole numbers. and fraCtiens,
figuring time,pay and time, lateness and productiqn.

____,_ '._ loss, average hourly or daily PaY_,-iriveotorY-

B. Social, Studies -

. _
Self-eValuation, public relations

...
,

. VIII. E'ULUATION .

. \

A. \Oral e4mination

. .&

B. Teacher-made tests objective and 'subjective items to

be included

C. Teacher observation lb

...

..
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ORB' TOPIC:

. .

--LAFAXETTE PARISH CART EDUCATION PRO

_OTT DEVWPMENT PACKET
..0>000 4 ADULT

Role of ihe Union

SUBJECT AREA:. Reading

CONCEPT: Society

SUBCONCEPTS': Society pravidi benefits and rewards for work.
. . . .

.

°

.

. GRADE LEVEL': Advanced,

I. 'PERFORMANCE OBJECTIVES

')

.

. The student will- list two major purposes of a union.
'The studentvill list two tringepenefits offered by a- union.
The ,student will outline theistrecture of 'a uni4n.

II. ACTIVITIES

A. The student will research the role-of the union in the-
UnitedStates ecbnomy. I .

.
,

- .' . ..
; . .

. .

B. ,
The s!tudent(s) will participate in a discussion of the

advantagei.and disadvantages'of the union. --, - 4t.

-

C. The
.

ptudent wil3.re/search 'ttle structure of a union.

. ,

D. ,The student will interview a,union representative and a
rep esent-ati-ve4 management -e-l-ap-ve--to th'e role each

plays s in the life of the word r. /

TEACHER PEPARATIOR .

. i

A. Artange for a guest speaker or an interview with a pion
reptesentative and a represehtative from management.

B. Pre-view related-materials.

C. Plan ,evaluationprocedures.

VOCABULARY
. .

contract arbitrator
labor collective

management shop steWar

union- , ,:open shop

Is

45
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V,. SUGGESTED RESOURCE PERSONS AND FIELD .TRIPS

A. finial) reOeseneati4 1- labor
, .

B.. Representative from management

VI. RESOURCES AND MATERIAtS

A. Pre-Vocational Orientation and Guidance, Filmstrip

Series. Lesson 2015, Jackson, Mississippi:- Educational

PrOjections Corporation.

.
-.

B. Literature fro m.local union agencies

4
C. Filmstrip projector'

VII. -SUBJECT MATTER TIE-Ins

Arithmetic
Fiquring,overtime, dues, fines, pension plans

A. 'Teacher observation and oral examination

B. Completion of Student'Manual 2015C

C. Teacher-made-tests

MI. EVALUATION'

1

46
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM!

UNIT DEVELOPMENT PACKET
ADULT EDUCATIDN

UNIT TOPIC: On The.Job Benefits

SUBJECT AREA: Reading ' GRADE LEVEL: ,Advanced

-CONCEPT: Economics

SUBCONCEPT: The economic system structures incentives foi- Ma

I. PERFORMANCE OBJECTIVES

The student will list twelve on-the-job benefits which companies

provide for their employees.

. ActivitiEs-

..A, The student(s) will research suggested 11 rature in order

to obtain a- comprehensive view of the var -d fringe

benefits jrovided by employment. .

B.. The'student will interview.resoutee,people to
informatioh about job benefits, etc.

C.
g
The student will eviluate job benefits in order to develop'

a hierarchy of, the benefits as-they meet his or her needs.-
.

A

. TE-ACHER-PREPARATI-ON--

A. Preview related liteAturand.materials.-

B: Plan and arrange for, resource people.

m thoOs of evaluation:

i

IV. VOCABULARY

'credit union

payroll savings
any word which student feels should be added

47
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SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

Personnel manger and Public Relations Officer of a Hell=

established f.irm

VI. RESOURCES AND MATERIALS a

A. Pre-Vocational Orientation and Guidance, Filbstrip

.
series, Lesson 20, J4ckson;.Mississippi: Educational

Projections Corporation. .

. , 'D ,
.

B. -Shertzer, Bruce E., "The Work World," Career Exploration

and Planning, Boston: Houghton Mifflin Company, 1973.

VII. s SUBJECT' MATTER T1E-INS

Arithmetic . . .

Computing sick leave, figuring interest earnings on savings,

figuring savings by using company benefits, figuring payroll

deductions, figuring quotas.

EVALUATION

A. Teacher.observatiOh and oral survey

B. Completion of Maneal 20150

C. Teacher-made tests .

ar
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LAFAYETT.E PARISH CAREER EDUCATION PROGRAM

_UNIT._DEVELOPMENT mar
ADULT EDUCATION

! UNIT TOPIC: Standards Of Performance
f

SUBJECT AREA: landuage Arts GRADE LEVEL:

CONCERT:. Self

SUBCOICEPT: Self-understanding is vital to career decision and work

performances.
. Each individual has a contribution to make in the world

of work. ,

Ail Levels

.414.
Na*--

PERFORMANCE OBJECTPJES

The studen.t will explore and discuss the standards of performance

required for different occupations.

II. ACTIVITIES

A. The student will read and discuss standards- of.performance

-.required on jobs of his choice.

The student will discuss,the difference between "being

well qualified for a job." and his "standard of perfqrmance

on a give')

The student will iffite a compo4i-tim_on 'Producing for-the-

"Comp'any.

-TEA(...HER REPARATION

. .

A. Provide materials on -different standards of performance for

differAt occupations.-
%

.

8. Make arrahgements for resou-rce persons.

C.' ake a.,list of retated questions on openqrs.for group

.'IV. ..VOCABLIARY-' .!.

1.

..p-erformance, 'pride

'tandardss perseverance

. 4
4.

A

0*
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profits production

loyalty other words which,are related to _unit

V. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

A. Supervisor from a hospital, construction firm, plant'or etc.

13. Instructor from a vocational, technical or trade school

VI. RESOURCES AND MATERIALS.

A. Shea, James'T., Working WitirNumber,, "Using Tables and . , *
Graphs," Book 8, Austin: Steck-Vaughn Company, 1953. p.8:

B. Steps to Learning, "Developing Oral Language Ability,"
Book 1, Austin: Steck-Vaughn CoMpany, 1965. p.4.

U.S. Department of Labor; Bureau of Labor Statistics,
Superintendent of Documents. Reprints from the
Occupational Outlook Handbook. Washington, D.C.

20402,-1973.

D. Widening Occupational Roles Kit. Chicago: Science

Research AssociEtes, ,Incorporated.

VII. SUBJECT MATTER TIE-INS

Mathematics
Figuring profits, and losses; figuring overtime and overtime
pay; graph skills -- being able twinterpret graphs showing
profits and losse$ for a period of time'

Teacher observation

B. Oral discussion

iy Written Composition

50
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM

UNIT DEVELOPMENT PACKET
.ADULT EDUCATION

.

_UNIT TOPIC: Finding Out About Other Jobs In Your 5921pany

SUBJECT AREA: langUageArts GRADE LEVEL: All Levels

CONCEPT: Career ' . .

SUBCONCEPT: Career areas have a hierarchial structure.

I. PERFORMANCE OBJECTIVES

The student will analyze the skills and basid education .

requirements needed for different jobs available ithin his own'

.zomparly.

el;

. AN The student will study and complete exercises on "Finding
Out About Other Jobs in Your Company."

B. The student will participate in gKoup discOsciao_following
.viewing of filmstrip on"Finding Out About Other Jobs in -

Your Company."

III., TEACHER PREPARATION

'A. Filmstrip
N .

B. Exercies on "Finding Out About Other Jobs in Your Company.",

C. Display tips to follow in finding out about job oppOrtunities..

.

IV, VOCABULARY

,k;petrt
.,

a itutic
. .

ddvantment
expenditures

. V :

comprehension
per;onnel department
job descrjptiori.

job opportunities

.
SUGGESTED RESOURCE. PERSONS AND FIELD,TRIPS

A. Manager from some plant, dep6rtment store, etc

51
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VI. RESOURCES AND MATERIALS '

A. I6ble, Dorothy Y., Now To Get A Job And Teel) It,

Austin, Texas: Steck-Vaughn Company, 1969.

B. Turner, Richard M., "Wanting A Job," The Turner Career
Guidance Series, Chicag0:4Follett Education
Corporation, 1967.

C. Turner, Richard H., "Starting A Job.", The Turner Career
Guidance' Series, Chicago: Follett Education Corporation,

-

ir

D.. Pre-Vocational Orientation and Guidance, Filmstrip Series,

Lesson 2029, Jackson, Mississippi Educational
Projections Corporation, 1970.

VII. SUBJECT MATTER TIE -INS'

Math
figuring promotional salary-increases by
increased deductions

4

VIII. EVALUATION
,

A. Teacher-made test

0

B. Complete'assigned exercise

4

f

I

4"
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM
UNIT DEVELOPMENT PACKET

ADULT EDUCATION

UNIT TOPIC.: How School Helps To Prepare Yo0 For Advancement

SUBJECT AREA: Language Arts GRADE LEVELS: All Levels
4 ,

CONCEPT: Carder

SUBCONCEPT: Basic eduoion enhances job Oerformance.

I. PERFORMANCE OBJECTIVES
. I.

The student will digcuss orally How. schooling Involves additional*, .

work, planning one's time, thinking of the trture and preparing
for the'future.

te

1

A. The student will complqte the exercises assigned on "How
School:Helps To Prepare You For Advancement."

Be The student will view film or filmstrip on, Now School
Helps to Prepare YouFor Advancement."

C. The student will discuss and learn about the different
'-kinds of schools available to adults. - ,

,

III. -TE1 CHE13-PREPARATI4N--- . ,

A. , Prepare exerciseon'"How S,cho.Helpg To Prepare You For

.

Advancement "

B. ProVide film'or filmstrip.

C. Display information on "How,School Helps To Prepare You For
Advancement."
s' t ..

VOCABULARY

.. ,

schedule management
advanceMeit

e
technical courses.

requirements' -.4' departmental -training
.

' ort-job alrainind , procedures
self-laprovement course ,qualifications

. . c% .

53
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V. SUGGESTED RESOURq PERSONS AND FIELD TRIPS

A: lAploymeht or scriog Counselor

B. Personnel manager

C. Union officials

D. Employment secuHty.representatives

E. yocationa4 rehabilitation representatives

VI. RESOURCES AND MATERIALS :

A. Pre-Vocational Orientation(fiiMstrips 2030A and-2030B)

B. How To Get ,A Job And Keep It (p.. 55),

C. ''Starting A Job" (p. 36)

Or

0

fl *

E. Consumer Edonomics (p. 452)

VIII .SUBJECT MATTER TIE-INS.

Ae#

Mathematics.
Pay scales based on different jolis; cost of courses to help

one advance

'VIII, EVALUATIDN:

-A.- Teacher-made test

B. Oral discussion.

C.

I

Or

t

Completed assigned ekercises..

c
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LAFAYETTEPARISH CARgER EDUCATION PROGRAM
UNIT DEVELOPMENT PACKET

ADULT,-- EDUCATION

bNIT TQPIC: The Metric System -..

.

.'
.SUBJECT AREA: Mathematics ^Y GRADE LEVEL; Advanced

. -

:CONCEPT: Careeer
.

.. ..

SUBCONCEPT:. Basic education enhances" job performance.

;
, There is a specific knowledge essential for-each

career area.

Vs

.

PERFORMANCE' OBJECTIVES r

. ./'
- ,

.

The student will convert accurately...3 given itnglish measurement

to ne.Meti-ic measurement, and vine ,versa.

. `5.4 student will specify three occupational areas in which the

. metric system is the common system of measurement...

.-)
AtfIVITI'ES

' 0

. (
A ' The student(S) will participate in an'introductory disCussion

t of the metric system including the methodt and needs of '

Measurement. ;

. ,

B. The student w4-11 drill and practice using metric Neasuilng .

instruments. ,. '
,

= C. The.student will explore.pccupational areas in which
.

, metric system is used. , . ,..: ,.

,. ._ . . ...
.

,_._
,. .

/ . ,

t,

.
TEACHER PREPARATION

A. Obtainditerature end measuring instruments;forleSrning
activities. r

B.. Provide literature on occupations.

C. Plan and adminilter evaThation procedures.

fV. VOCABULARY

-meter
liter

gram

"55
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P

Prefixes:

milli .

denti

deci

deca-
hecto
kilo

mega

:s

any word(s) WfiTEh the students feel shopd be included

N. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

A, 4tysiet teacher
. .

B. _Pharmacist.

RESOURCES AND MATERIALS
.

A: Meas,ring instiments--both English and MetYlc

B.- Shea, James T. Basic Essentials of Mathematics, Part 3, 196

or Working With Numbers, A Refresher Course, Unit 3, 1954.

C. ..McGraw-Hill General Mgthematics Filmstrip Series. Filmstrip

643015, "Metric. System," New York: -McGraw-Hill

Book, Company.

D. Encyclopedia Americana, PMetric5ystem."

-E.' Theip;rld Book Encyclopedia, "Metric SyStem.

VII. SUBJEU MATTER,TIE7INS

Careers

Yili. EVALUATION
-

A. Teacherobservation
' .

B. Practical application of

C. Written!eXaMination

1

e

-.
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM

UNIT DEVELOPMENT PACKET
-;-7ADULT-EDUCATION

UNIT TOPIC: Composition Enables Man To Communicate Effectively

SUBJECT` AREA: EngliSh-CompAjtion. . GRADE LEVEL: Advanced

CONCEPT: Career

SUBCONCEPT: Basic education enhances job performance.

I PERFORMANCE; OBJECTIVES

The student will cite and'define'the four types of composition:

The student,will relate the - ability to communjcate effectively

to job success and positive social relations. .

-,.

The studentwWill plan and complete a compositionon a given .

Sqbject.
,,

, '
..; . ,

1
.''

If. ACTIVITIES
. ,

.

.

. r
,i

.,

A. The.students are to be Made aware of 'the'iMportance of

'compositionthe'ability to write in a meaningf0 and
.

.

effective way. Composition helps one'to organize and present

'ideas in an effective way- -both written and'orally-,4and

helps one to organize thoughts logically,
,

3

.

B..... . The student(s) will sui-vei everyday, situations in occupational -,

'.., --areas,-social areas,_etc., ftre.written communiCati.on and ___i. '.

. oral communicatiOn is a necessity. ,'' . ,
.

______ ____

C. The student(s) are to' be taught the four different types .

. of composition: 'expository, persuasive: narratjve, and ,

,descriptive.- ., ,
.

.

. ,

. .

. .
.

,
-,

,

D. The student .is-eo prepare a composition .om a specific

occupational such that the descriptive persuasive.-

':.
properties of composition'are used to tell 'people about 'the., -

.* occupation and to induce thought aboUt the possibility of

going'inf6 this occupation as a .career,.. x - .

,r
i ,

$

E. s A.res4kource person will sneak on problems.created by ineffectiiie

communication. 7 .
,

.

57



III. TEACHER PREPARATION

A. Collect endhaVeavailable samples of cOmpbsitions--each tape:

V

B. Collect resource materials for studerits--English:grammar
:$ and coMposition tests, etc. ,

. ,

C.)
1

Provide students wit h l.iterature on job information.

D. Plan 'evaluation procedure.
..

E. . Make'arrangements for resource person.

Iy.' VOCABULARY ..-,

. .

'exinsitiOn ' motional appeal
. persuasive clincher

argumentative . . equelice

logical . , any word(s) which the student feels
.

.v.:
f

,4 should be included -

SUGGESTED RESOURCE PERSON AND FIELD TRIPS

Lawyer or newspaper writer

4

RESOURCES AND MA1'OIALS14.
.

.,

A: Occupational Outlo k Handbook, 1972-1973 edition, U.S.
Department of )abor. ;

: .

. 4 - 1,
.

0601 ,, .

B. HOPke, William E'.: "Careers ancrOccupations," Encyclopedia
- -.. 4 . of Var-eers.and Vocati-Snal..-GOance, -Volume U.

C.
,

Lomposltion chapters in grammtteits
. i

,

. . .

0:.;' How Tq Write, Speak And Think Oore Effectively, Harper, 1960.
.

1
.

.

E. Stegner,,Saver, Rummei, and Hack, Modern Composition,
Bobk Two. Holt, Rninehert, Winston, 1964.'

.

VII. SUBJECTMATTER TIE-INS
st

A., -Care 1-s , I

:13..\*MaitiqmatacsVogic
A 6

3.

0 :

. 6
1%.

w



1 '

VI) EVALUATION

.., \ .

A. Teacher observation -= participation of student in..class .

discussions, etc. . -, .

elf
.

/

4

B. Completion of compositionpossibly Oral. presentation

C.\ Teacher-planned. written .examination
13

S.

a-

I
59
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LAFAYETTEPARISH CAREER' EDUCATION PROGRAM

' UNIT DEVELOPMENT PACKET.

ADULT ENPATION

UNIT TOPIC: ,A Well-Balancqp Individual

'SUBJECT AREA: Reading GRADEEVEL: All Levels-

. .

CONCEPT: Self.. ,

SOBCONCEPT:

I.
A positive.conCept of self enables the-individual to
enter and function :in the working world.

t PERFORMANCE OBJECTIVES -

The student will identify orally or in
of a well-balanted person.

ACTIVITIES

writing 'ten characteristics

.

A; The student will view filmstrips 2033A and 20335 and
complete Manual..2033C,,of Pre - Vocational Orientation and

GuidanceEducational Projection Corporation.

.. .

B. Students in Advanced Level will read Part two: "Under'stanaing.

Yourself aqd Others,"4Career Exploration'and Planning.
. . .

. , .

C. Studedt will read "Taking a Self-Inventory" from How To Get'
A Job And. Keep It. .

.

s

TEACHER PREPARATION .

Pre-view Unit 2.033.

I

'B. Arrange for guest speakerGuidan"ce Counsglor:
L , ,

' B. Plan and prep:areevaluation methods apd forms:

IV: VOCABULARY

sensyof values
'

. , P

any word(s) Which 'student feeli shouisi

bejncluded; me

V SUGGES1"ED RESOlifiCE PERSONS AND *RHO'
. .

r,
Guidance Cbunse)or

.

6

-7

f.
b



1

.1

.

RESOURCESAND MATERIALS

A. Unit 2033

B. 'Filmstrip projector ,

Careet Exploration and Planning

O. How To Get A Job And KeepIt

VII. :SUgjECT MATTER TIE -INS

Arithmetic '.
Determining best investmentsCbetermining budgpt;
:tiguring interest

. ,

B. Social Studies, ' 4'
Getting along with ather pegple;'cOmmuh4tY inv'Olverilent

EVALUATION .

,T

A. Teachbr observation acid oral survey.
. .

Completion of -Manual 2033C ,

C. -Teacber4la:de tests

4r,

"

4

61
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LAFAYETTE PARISH CAREER EDUCATION PROGRAM

UNIT DEVELOPMENT PACKET
ADULT -EDUCATION

UNIT TOPIC: Responsibilities of.); Good Citizen

SUBJECT /REA: .Language Arts GRADE LEVEL: . All Levels

'CONCEPT: Society

.SUBCONcEPTS: Society reflects the creative rce of work.

Everyone has an important place in,- society.

I.

. .

PERFORMANCE OBJECTIVES

The.student will explore and determine the r'esponsibilities of a'

good citizen and its effectsin society.

II.
.

AC1IVITIES

A. The student will read and discuss'inforMation the
responsibiliti:es of a citffen. .

...
44,- . ,..-

..

B. The student will participate in.a "Question and Answer
session with a representative from the LeagUe of Women
Voters, Welfare"Department, State pepartment of Employment

and etc. ,
...,

11P---- '
.

C. The student will view films on being a.gobdcitizen.
.

.

.

_

III. TEACHER PREPARATJON

. , A. Arrange for resource persons. .. ..
.

. . B. Provide material on - civic responsibili*
.

- , / .
.

IV./ VOCABbLARY=.

* civic
citizen ,

society
.

any other wqrds pertaining to unit ,

I



V. SUGGESTED RESOURCE PERSONS AND FIELD TRIPS

A. Member of the League of. Women Voters

B. Mayor.

C. Judge or other civic official

D. 'ftpresentatiVe from the Welfarg',.Depa'rtMent or State

Department.of Employment

VI. RESOURCES'AND MATERIALS

A. Robertson, M.S. Adult, Reader. Stech-Vaughn Company;

1964. .

B. Smith, Narley.A..and Ida Lee King Wilbert. I Want To. Read

and Write. Austin: Stack- Vaughn,-i965.-

C. Chapman, Byron E. apd Louis Schulz. .The Matt Basic e

Language Skills Program. Chicago: Allied EdUcation.

,Council; 1970.

VII. SUBJECT.M4TTER TIE-INS

Civics'
Voting, different kinds of .laws federal, state, city, and eee.

.

VI I I . EVALUATION

A. Teacher observation
_ 7

B. Teacher-made test

C. Ora discussion

14

I

...63



LAFAYETTE PARISH CAREER EDUCATION PROGRAM
UNIT DEVELOPMENT PACKET

ADULT'EDUCATION

UNIT TOPIC: Figurih Wages

. .

SUBJECT AREA: Math

CONCEPT: EconoMics.

. SUBCONCEPT: Man'ssWorklcontributes toca nation's wealth and
product4vity.

I. PERFORMANCE OBJECTIVES

GRADE LEVEL: Intermediate

and Advanced

The student will compute wages from assigned data ana time sheets.

II: ACTIVITIES

A. The studept.will fill out a,14-11 form.

B.. The student will-study and learn. about 'salary'dedudtions.

C. . The student will solve problems- computing, time and money.

D. The student will figure his take-home pay.

III. 4 TEACHER PREPARATION

-IV.

A. Display

B. Provide

VOCABULARY

employee
exemption
net pay .

9144,res'-of W-2 and 14=4 forms .

extra'wOANiheets on computing.time and money.

.14.0

gross pay 444 ik
deduction

disabil e' itemized deductions
de 'fits premium

. earningspenalties 4, hold

V. SUGGESTED RESOURCE PT-RS(116 AND TRIPS

Time-keeper from a company or plant.
A field trip to a plant-or such where-,41-time

64

p
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.

a.



*

, .

. .

VI. RESOURCES AND MATERIALS

Goble, Dorothy Y., How To* Get A"Job And Keep It, AuStin, Texas:

. Steck Vaughn Company; 1969, p: 49.

Shea, James T., Basic EsseNtials of Mathematics Part I, Austin, Texas:

Steck Vaughn Company, 1965.

Pre-Vocational-Orientation and Guidance, Filmstrip series, Lesson

2016,'Jackson, Mississippi: Educational Projections'

Corporation, 1970.

Working with NumbeA. Books 5-8

VII. SUBJECT MATTER TIE-INS

Reading
Learn to follow directions.

: -

Spellidg ..

.

. ..

. .

Study and learn voca Lary words used on time and-payrollo schedule's.
.- ,. _ ....

Grammar
Parts of speech involving sentence structure

VIII. EVALUATION
-e

A. Teacher-made test . .

. ( .

.

B. Individual exercises. \

P.
Individual oral presentation of a sample case y

65
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LAFAYETTEPARISH CAREER EDUCATION PROGRAM

UNIT DEVELOPMENT-PACKET
'ADULT EDUCATION

UNIT TOPIC: The First Paycheck

'SUBJECT AREA: 'Language Arts GRADE LEVEL: All Levels

CONCEPT: Economics .

SUBCONCEPT: Understanding economics helps man to function effectively
, andmake choices and decisions- consistent with his needs

and resources.
. ,

. . .

PERFORMANCE OBJECTIVES
.

.. ,

:
The studentwill explore and discuss the prodedui.ess for figuring ,

net salary and ening a checking account,,

II. ACTIVITIES,
,

A. The studentewill complete frhe exercise:in How 'To Get-A Job

t. .
.. , And Keep It, pp. .-U.and 53. .

. . 1 _

.: IC
6 :

B. TI student will view a filmstrip on"The Ffrst Paycheck.
and "Opemidg.A Checking Account" and -participate in a

follow-up disougsion.

.

..ords related to payroll checks and Bank accounts.. 0 ,

The student willqrite a ,check, write: out a check stub and

en0drs.e.a check.
: 2

The.student will discuss anefamiliarizethemselyes with thq
terms "cnectsicAnAltunce" and "overdraw.'!

rEACRER PREPARATION

A. Dispfay samples .o payi-oll checks.

B. Display samples of bank deposit slips.

....

ti

66' .
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C.
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IV. VOCABULARY,

deductions
bonuses
check stub.
gross pay
overdraw

V. SUGGESTD RESOURCE

A. Visit a bank.

B. Bank teller
bookkeeper
paymaster

forgery
%endorse
net pay
withdrawals.
insufficient

retirement
benefits
deposit
balance
service charge

PERSONS AND FIELD TRIPS

RESOURCES JND MATERIALS
\

Goble, Dorothy Y., 'How To Get A Job.And KeepAt, Austin, Texas:
Steck-Vaughn Company, 1969, pp. 52-53.

Turner, Richard H., "Starting A Job," The Turner.Careei- Guidance

Series, Chicago: Follett Educationtion, 19677-

Fmer b
H. Hunter, and Bernard Greenberger, The Job Ahead Series,

"Starting Work," Chicago: SCience Research Associates; 1963.

-. .

Pre-Vocaf4onal -Orientatiob and Guidance, Filmstrip.series, Lesson'

2016, Jackson, Mississippi: Educational Projections Corporation,

1970.

"Cheeks and -Recei-gtS-,' -14orki ny With Ilumb-ers,

"Writing CheCks," I Want To. Read:and Write, p.77,

VII. SUBJECT MATTER TIE-INS

-.Mathematics , ,

figuring net pay, Inland

VII F.; .ENAMTION

A. Teacher-made test

B. Complete check apd*deposit forms
- .

. -

:*

ng account;gservice Charge

-

67
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.LAFAYETTE PARISH CAREER EDUCATION PROGRAM
-UNIT-DEVELOPMENT-PACKET-

ADULT.EDUCATION

UNIT TOPIC: Planning Your Budget

SUBJECT AREA: Math GRADE' LEVEL: Levels

,CONCEPT: Economics

. .

SUBCONCEPT: Man's work contributes to a nation's wealth and productivity.

I. PERFORMANCE OBJECTIVES

The student, will plan a budget on his income which will allow him
to live a more satisfying lfe.

ACTIVITIES ?

A. The student will discuss the advantages and disadvantages
of budgeting money.

Ab

B. The student willIclearn'the different items .necessary to
' prepare a budget.' ,

.C. The student will prepare a budget on his owb income.

III. TEACHER PREPARATION

A. Prepare

B. Arrange

IV. 'VOCABULARY

samples of family budgets.

for resource persons. ,

.
:

.

fixed income: expenditures
luxury' estimate

V. --,SUGGESTEb%REOURiE PERSONS ANN FIELD TRIPS

4
Hine economist

-

Bookkeeper

14.

68.

7 .)
.

.

insurance
, source

7

A

- 4

4

.
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. VI. 'iRqOURCES. AND MATERIALS

Wilhelm, Heimerl, and Jille'y. Consumer Econothics,,New York:

Mcraw-Hill.

Chapman, Byron E., and Louis Schulz, ;;Budget," The Mott Basin
Skills Program, Book 900B, Chicago: Allied Education

Council, 1970, pp. 81-82.
.

.

Shea, James T.,' Working With Numbers, "Using the Processses in the
Home," Austin: .Steck-Vaughn Company, 1952, p.97.

SUBJECT MATTER TIE -INS

'Language Arts-
Vocabulary, proper form for planning a budget, capital:izatpm

lo

. VIII. EV UATION

A, Teacher-m.1,de pnt

'Student's indtyiduai_budget
.

,,

IN

O

A
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LAFAYETTE PARISH' CAREER EDUCATION PROGRAM
UNIT DEVELOPMENT PACKET-

. ADULT EDUCATION

UNIT TOPIC: Buying' Carefully

' SUBJECT AREA:
)

Math GRADE LEVEL: All Levels

-CONCEPT: iEconomics

SUBCONtEPT: Understanding economics helps man to function 'effectively_

and tomake choices.and"decisions consistent with his
nee and resources.

C

I I. PERFORMANCE OBJECTIVES

.

The student'will explore and discuss the advantages of caret'ul
buying in. order ve better' for less.

AgIVITIES', , a

A.,, *The, student will compare. prices at different stores by
-using the" newspaper: .

B. The student will study-and check brand labels and
"advertisement jargon..." '

I

. C. The student will study and check warranties_ and ggarantees on: ,_________
-----:----- iteMS pur-thaS .

-__

.,. .
D. The studebt will analyze the prbs and cons- of-food .stamp.s:

.III.. - TEACHER PREPARATION .

A. ProVi de
t

newspapers. .
J

1 .

\ -(Y
.: 14 ,c.

10 , !.',:B. Arrange for resource persons. ,);.

.
, ;,C. : Prepare- vocabuitary. liSt. -

,..
,.
,,,

. 1 ..

IV. VOCABULARY.
1

: U.S. inspected- 's trading stamps
store brand ____:. warranty

.. expenditure- Sanforized
appliances advertisement

. .

70-

guarantee
,specialk
lay -away plah

tvolume
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y: SUGGESTED'RESOURCE'PERSONS AND FIELD TRIPS

Food store manager
Home economist
Retail buyer
Visit to stores

VI. RESOURCES AND MATERIALS ' /

Pre-Vocational OrientOion and Guidance, filmstrips, 2021A and 2021B-.7

Modern Consumer Education; NewYork'; Grolier Educational Corporation,
1970;*

4.
. Wilhelms, Fred T., Ramon Hemimerl and Herbert M. %Wiley, Consumer

Econemits, New York: McGraw -Hill Book Company; 1966, pp. 150-225:
j

The "Mott Basic Language Skills Program, Book 1608, "Buying and'
Selling," pp: 67-68:

1
,

, 1

The Mott_Basic Language SkIlls.Progrk "Consumer Buying;" pp. -146.
.

VII \SUBJEQT MATTER TIE4NS

Mathematics
Figuring weightt- andlmeasurments, making'change, studying interest,_
comparing prices; studying quantityNS. costs, buying by votume ,

T..4

1

Social Studies
Study agricultural and industrial are
tzansportation and population zones

VIII. EVALUATION

A. ' Teacher-made test

B. Teacher observation

_C. Student oral discussion

ts 4

71' :.
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UNIT TOPI

.SWDJECT'AR

-;!'i

CONCEPT; Economrics

SUBCONCEPT:

.AalfAYETIE

/

t'

revzi93.11bney-

,

Math %

lit

APISH CAREER EDKATION_PROGRAM 2._

41 DEVELOPIPT PAfKET -

ADULT- EDUCATION

;

c
0

'GRAbE LEVEL: - All 'Levels

tip

I

Understanding-a0 nomics helps man to*function effectively

an4 to make chcoceS,and decisions consistent with tils

needs and rdsodrces., ,.t

1
PERPOR'mANCEgJECTIVES.

". - a ' I4
*

4 p o II 41 'I,
.- Tile strident will explore and discuss basic facrs'about borrowing'.

O and looking' for the best deal.. -' ....:-

.

.
,.

II. ACTIVITIES

I .

.11

-

'
.

1 '

The studenet,witl

. . &

B. The studentAwill
A

-C ' The student

TEACHER OREPARAIION .

, .

Nure
.

loan,costs froal.,differentAloan sources.
' a
c.

disZuiss procedures in bdrrowing money.
.

\ ,

sthdy differentYpes of loans..1

T.

ProVide ljstof lending institution

B, Ange for retource persosns.

t. Prepare vocabulary
.

VOCABULARY

lega) lenders
Loan sharks.

agreement
piA mortgage
other words related\

. 't.5 unit

:,11

.4),

F..

mortgage
V.J. mortgage
short term loan
commercial.banks

72

-

8.3

-

.

-

4::

pawn brokers
installmpneloan
collateral
security

a

I

9
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4

.

V. SUGGESTED RESOURCE PERSONS AND FIELD'TRIPS

bank. representative

,loan:dcompey representative
peyntiroker 4

insurance representative

VI: RESOURCES AND MATERIALS

Pre-Vocational Orientation and Guidanc, Filmstrips Series,Lesson
2023, Jackson, Mississippi: Education Projection Corporation,
1970.

.

4

Wilhelm, Heimerl, :and Tilley, Consumer Economics,'New York:
McGraw-Hill Book Company, 1966, pp. 08-138-

Shea, James T., Workitig With Numbers, "A Study Of Loans and
Discounts," -Austin:. Steck-Vaughn.Companr, 1957, p:,80.

.Sullivan, Marjorie Doyle, and Sullivan Associates, Consumer Math,
Dallas: McGraw-Hill Book Company.

Filmstrip projector

VII. SUBJECT MATTER ,TIE -IN

. %

Reading
sample forms of loan agreements, tips on borrowing money .

I. .

VIII: EVALUATION

A. Teacher -made test

B. Math problems

S.

t

1. 2

73
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LAFAYETE PARISH. CAREER EDUCATION PROGRAM
UNIT DEVELOPMENT PACKET

I ADULT EDUCATION

UNIT TOPIC: Installment Buying

,ABJECT AREA: ' Math'.

CONCEPT: Economies

SUBCONCEPT: Understanding economics
and to make choices and
needs and resources.

I. PERFORIt4NCE

Theestudent
vantages of

II. ACTIVITIES

'OBJEC7,IVES';

GRADE LEVEL: 'All Levels

helps man to function effectively
decisions consistent with his

will study and discuss the advantages and disad-
payiAg cash'and installment buying.
;

A. The student will
'price. .

expiQmand compare 010 price and credit

B. The student Will study and discuss how revolving charge
accounts. work.

c. The 'student will compare and check*ihstallmentPayment 'plans
at different stores: ,

TEACHER PREPARATION

A. Arrange for resource persons.

B. 'Provide samples of blank contract
forms forchargmccounts.

.-.

VOCABULARY
0

e .linstanniett
agreement

void
. .1 revolving charge account

formed a lication

90 day charge
credit card
finaqee
30 day charge-

Al

4.74:

83

--

charge fee
duration
assume
service charge



V. SUGGESTED RESOURCE PERSONS AND FIELD, TRIPS

bookkeeper
credit manager
home economist

VI. RESOURCES 'AND MATERIALS

\.

Pre - Vocational Orientation and Guidance, Filmstrip series, Lesson

2022, Jackson, Mississippi: Educational Projections
_

.Corporation, 1970.

Wilhelm, Heimerl,and Jilley, Consumer Economics, New York:
McGraw-Hill Book'Company, 1966, p. 123.

Chapmap, Byrcin E.,.and Louis Schulz, The-Mott BaS Language

. Sills Program, "Consumer Buying," Chicago:, Al d Education.

Council, 157 pp. 1:-146.

Shea, James T., Working WittlAutbers, Refresher Course, Aysitn;

Steck-Vaughn Company, 1954, pp. 137-138.

Filmttrip projector

SUBJECT MATTER TIE-INS

Mathematics .

Figuiiqg Interest, total cost'on -an installment plan, comparing

costs on "several plans.
-

Reading

1 Schedules of credit charges'at different stores,. contracts

VIII. EVALUATION -

A., Solving problems on comparing cash price and installment

plan co;t
.

B. Completing application forms for iraalIment buying

ti

75
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II.

.
.

UNIT DEVELOPMENT PACKET .

ADULT EDUCAT-I2N

UNIT TOPIC:

SUBJECT AREA:

CONCEPT:

SUBCONCEPT:

-

-<,

o

. -

I. PERFORtTANCE OBJECTIVES
. .

I

s

II, ACTIVITIES

.
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- GRADE LEVEL: 'e,
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I I I TEACHER PREPARATION

1.

-

IV. VOCABULARY

e

V.

.1*

e

.
.. 9

SUGGESI\ED RESOURCE PERSONS- AND/FIELD TRIPS

. r

V

2

4.

.
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VI, RESOURCES AND MATERIALS

. VII, SUBJECT MATTER TIEINS

ti

e 4i

VIII. EVAUATION
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UNIT TOPIC:

1

UNIT DEVEI:OPMENT PACKEi-

. ADULT .EDUCATION

SUBJECT AREA: GRADE LEVEL:
ti

CONCEPT:

SUBCONCEPT:

PERFORMANCE OBJECTIVES

e

1.
I

ACTIVITIES

II

.

.t"

81
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13 . TEACHER PREPARATION

7

r .

IV. VOCABULARY

1/
1.
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r

1 2:

SUGGESTED RESOURCE 'PER31517S:-
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VI. RESOURCES AND MATERIALS

MATTER'TIE-INS

VIII EVALUATION .

4,

'1

4
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UNITUEVELOPMENT_PAWT
ADULT EDUCATION

UNIT TOPIC:.

SUBJECT AREA: , - GRADE LEVEL:

_CONCEPT:

.1

SUBCONCEPT:

1.-:----PERFeRMANCVONECTES

.

4.

4

s-

.

ACTIVITIES

0

: .
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TEAtHp PREPARAT ION
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IV. VOCABULARY
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SUGGESTED RESOURCE'PERSOWS AND IELD TRIPS
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In. RESOURCES AND MATERIALS
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I
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.VII. -SUBJECf MATTER TIEINS
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Goble, Dorothy Y. How To Get A Job And Keep It. Austin: Steck,Vau9hn,'

1969.
.

Hopke, William E. Encyclopedia. of Careers and Vocational Guidance. Volume I

"Planning Your Career." Chicago: J.G. Ferguson Publishing Company,

1972,

Hudson; Margaret W. and Ann A. Weaver. I Want A Job. New'York: Frank

E. Richards, 1964.

. Hunter, Fraser H. and OrecnbergmBernard. The Job Ahead Series. Chicago:

Research Associates, Incorporated, 1963.
, . . .

,. .
.

- laible, Janet, and Stephen S. Udvri. Family Money Management. "Austin:.

Steck-Vaughn, 1973.

Lee, Miriam. Jobs In Your Future. New York: Scholastic Book Services, 1967.

.Robertson, M.S. stin: Steck-ipughn Compa'ny, 1964.

_ .

Schneider, Bernard.' Oettim_and Holding A Job. New YOrk: Frank E. -

RiChards, 1966.

..Sha,.J.ames* T. Basic Essentials of Mathematics. Austin :' Steek-Vaughn '

,Company, 1965. .

;//Smithi Har.bay'''A.,::.nd Ida Lee Icing Wilbert, I Want -.to (Read and Write.

AliqYn;t7,.:Steik-Vaughn, 1965.
4 ,,. so. .1.. f . ..

.'StPps:.,t9 Learning.. Austin: Steck-Vaughn Company, 1965.
1

-,...._::..*/* N..

Steps to Mathematics. Austin: Steck,Vaughn Company, 1969.
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Sullivan, MOtjorieDoifle d Sullivan Associates. A Sulltyan
.

Associges Program. 0 lasi McGraw-Hi lllBook Company; 1968..'''
.. . .

.
.

- .. . .-

The Job Ahead. OhicagO: Sci6nce.Rese#ch Associates., incoeporated,! 1963..
__ ,.., .. ,

,

,.-, , .
. - . 1 (. .

Turner, Ric*d'H. The Turner C4i-eeraridance SGnies. Chicago: Follett

JIM

Educatronal Corporat/on,1967.

Varnado, Jewel.

Varnado, Jewel.

Ntarnado,,Jewel.

English ;Essentials. Austin:- Steck-Vaughn Company, -1964.

inlish: Practice For Mastery. teck- Vaughn Company, 1971.

Learning pui-angba:ge.. Austin: Stetk-Vaughn Comppy, 19W

1'

PAHNLETS

U.S. Departrhent of -Libor, Pureau'of Laboi- Statistict., Superintendent/15'f

Documents1"-ReOrints from the Occupational' Outlook Handbook.

Washington, D.C. 20402, 1973.

t
KITS

Pre -Vocati7onal Orientatioa and_,Guidasice. 'Jackson, Mississippj:

Educational Projections Corporation.
, . .

9.

Widening Occupational Roles .Kit. -Chicago: Science Rtsearch Associates,' Inc.
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IV Career in Medical t4ssis

FREE'AND INEXPENSIVE MATERIAL

,

7.

for Young Americans 1.4ith a love

. American Association,o ledieal Assistants, Incoeporated

Executive Office
l-East clacker, Drive

Suite1510
Chjjcaelb,.IL 60601

5..

,

.... ;

Advice to. a Young Man (Interviews with' propinent men oritaining advice *

" on making the .most of one's futdre) '

Changing- Times
i

.
,.

.1729 H. Street, N:W.

.

,
Waillington,-.D.C.' \2000

- . ..

.-t.

.
.

,

,Apprenticeship In.fortnation GUide: '
.

Department otIndustrial Relitions .
Division of Apprenticeship Standards .

. : ,
.

.

.
1.

-P.O:-7 Box 603 ,, . .-

,

SanTi-ancisdo,. California- -='94101 ---*-- .
7

"--.>,
. -

Cal ifcsrnia :Occupational :Guide:. (36a.guides an different
.

occupations) .

Department -Of. Human .Resources 13eliel opmerit ,..-

. ,, .

.; _ = Mail Control 'Unit _. \ .,

800.Capitol Mall . , ,

,:_-. Sacramento, California .958i4 1
A if .

careers In. Physical Therapy: .

-American .Physical. Therapy Association

1.156 15th Street- N.W.

Washington, D.C. '20005

Careers in X-Ray Therapy
. The American Registry ofRadiological Technoldgist
2600 Wayiata Buildi g .

Minneapolis, Minnesota 55405

Career Opportunities in the Pest Industry.
Natibna)Pest Conteol -Association -2

; Thetnkttner Butiding 4

- 250 West Jersey Street
ETizabeth,,New jd.sey 0207

4r.1 t

Catajo of Guidance Materials tBooklet gives description *and price list

o career oriented materia s- handled by "Qareers.°).

Careers , 4N
P.O. Box 135
Largo Florida 33540.

I,

91
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Colsleee Education: Key to e Profession

American Nurses gp-ciatton, Ihcor oreted

.
2420 -Pershing Road .

.

Kansas City, Missouri 60611
.

..
. rss, . .

po Your Dreallt Match%Your.Tal9ntsZ (B ocflure is an excel lent aid in-.

. , '' _helping studenisformulate sound.educa ional and vocational plans.
4S pages, 50 cgts) , ..

..;t..' SciPnceRdtearc4 Associateq.
259 East Erie Street'

4

\

- *z

Career in Nursing. (22 Oages)

'ChicagaYillinois 6'b611' :

,- j .,-, 4 .

Guide to Preparing alesume (45 pag .baoklet giving an anaf;Tsis and

-' models.affob res.umesi
I.

s

e -

Office of Public Information I: ....,/
. a . e...'' .

Y. State DePa;rtnent of Labor ---111; --,-.

370 7th Ayenue
L . -!4

- . .
., .:'..

.1
/ .

-.

-sa.

.

.1
N.Y., ,leer York ]10001 ,-..

Here 5b7liething You'Can Do Abdul he-Serl,ite'TethOciff Shortage pages).-,,
-.. . -. TeZtrliiiis IncIOtr,ies Assaql tion, h

) . .

.2 001 Eye Street N.W. .

14a4.ninciton, D.C. 20006 .

-,-. -
.

.

Hdw.to Let and jiola twAtpt Job
19.p.aogl

Office of ,P411Tii.Inforaatio

3 b *rth

State DeR4tment of La

i qew -York 4e4 Yor' ~41 0001

,How ta Ikep4re Yourslf f r

Prosio .r-T. Infarmatie
l
e Ac-- 41

..State 10, rtment of,la

7 Avgivel,

/4;w !:ew YN-k tool

Index to bianpi

. ,

Suggestions en hbw to figd and-hold

4

nterviews (Suggesons on how to vet
tivezplpyeis,t8 pages)

11.

or

I.

wet-. Admtnistratlon

!DeiazikiiTint7.0-G, Labor

MaapotOr Athniosts.tication - ,-;--.:
,

-lWa§hirigtoo,C.., 20210; ,. ..;

',
-.. -%.-0., :. N ...

1

, .

-t 4.

.-

7_;, .9
1._
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Medical tibrariansiti.joA ProftWOnal career

Executive Secreary
Medical library Association; Incorporated

,91.9 Michigan Avenue,
Chicago, Illinois 6061.3

New York Life - Insurance Company
51 Madison Avenue 4
New York, New York :10010'

,- '

0 _..

Occupatipnal Guides .(Diffdrer)t job classifications
StaA of. New Jersey i '
0epartment of Labor and Industry

- t Division of Employment Security
Trenton, tigli! . Jersey 03625, 1

- .
. ., I ..I. .

Occtipational- Guides:- ; -.

_ ',,...s.. Aleut Department tif IndustrialRel4tiimis
Industrial.. Relations eui Idng "- - ?

'Montgp:Mer'-y,; Alabama 361-0

0 ceupational4ides:
Department of Employment
State.of Idaho .

P.b.` Botx 71:39 .. ,
gpise, Idaho`

Occupat Tonal:- Pamphlets:
. State ef lfawaii

r

,

.1

and relite'd itformatibo

a'Im,
..--*.

I: . A .t.
I

: ...

--.
_

7 a- --!-.- --- -- - - .1 -
. .

. 'Il . ..- ' :7- ..-

1

4

" I.

* :t-De p a r twq n oc Iddtigtrial Relai-iops Erriployment,Secur4 v

825.1Pilapflatreet;
tok j680-

. floninult$, Hawaii -,..-9,6811-
' ts% ' 7.' "

'46 %. . Md.a -
7 . ,

a '. . , . .
..11 . 1

"re
'

" ( i
Occupati ro.2514.0rofetSions an& Jo5 (.8661(1-et: g v es- tbe price;

.
ofttlexTiehsive tareers eriented materia, 27 pages,
11-n!led States Gisveinment. fr,inting:Office.
Pilbl5cBncapents Departnfia. -

_ .:%.1.1a'shin5tbn; 2q4o2 ",
_

: .
a .

:Twenty-44o- Ticitirtcal Car is You Can Learn, - . .

- Della:I-pent of Licerising and 'Rep atleitt
Di vi can -of,c,Lat,or and ,Industry. ... -

.
Hap/ A..Epstftin, orrilrissioner z--.

-20.3r aaltimore Street - - l .'

Balt aL_Ueryl -212'02 ;`..., ',' :.°0,:i
.. I-.. , i - 1 .,

g
* 41...

4 ,,'
6,.1.i

1

93
4 1 > ) ,

4 '.k1 .° .
. qt. .

.44 S.7. . ,k.f % .

1.i . t -% .../ 7- ..- ,...i4 .
... -- ..
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I I
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